Portland State University
Entering a Customer Request in Facility Max

If your request isfor an urgent matter like a life safety issue; or where property damage will occur if
theissueis not fixed immediately, please call the work order center at 5-8362. After hours please
call Public Safety Office at 5-4404.

Access the log in screen and log into Facility Max:
(URL http://atlantis.psu.ds.pdx.edu/fmax/screenfRKDESK)

Firefox
Bookmarks  Tools  Help

ot |: Q http: ffatlantis, psu.ds, pdi, edu/fmaxfscreen OREDESE

:arked 5u | Latest Headlines

FacilityMAX™ AssetWQRKS

User Name |sheryr

Password [ITILITITYY)

Login '|

This will bring up your individual WorkDesk, doubddick to select ENTER CUSTOMER REQUEST
from your Quick Links.

FacilityMAX
Module -
Image edit x || Personal Guery Count
& 5 Project Management ~ Project ~
Porl,land S[ ate & 49 Wark Manadgement ~ Wiork Orch
UNIVERSITY s 2Work Management ~ Work Orden
Cuick Links edit x || Administrater Messaqges
= ENTER CUSTOMER REGLUEST m—
e CHANGE PASSWORD Personal Query Listing - Wide
= VBN WORK ORDERT = Project Management ~ Project ~ Al
& Project Management ~ Project ~ PF
& Work Management ~ Work Order -
& Work Management ~ Work Order -
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Portland State University
Entering a Customer Request in Facility Max

This will open a blank Customer Request form, t@bke to enter a new request you need to click on
the blank white page icon on the far right sidéhef form.

3 Customer Request - Mozilla Firefox g@@
File Edt Wiew Hstory Bookmarks Tools  Help
v c far | 0 htkp:f|atlantisiFmaxtraining/screen/CRO_WIEW ‘C" F
|8 Most Wisiked ’ Getting Started 2 | Latest Headlines
£ workDesk £} customer Request 8
FacilityMAX Hello, SHERYR  Logout About Help
Maodule » Customer Service Setupw Reports+ ENTER. CUSTOMER REQUEST

Customer Request view: [EEES

Transaction Editar Reguest Status
Date Created

This will cause the form to have certain fieldslimed in red which lets you know you are in edit
mode. All of the fields in red are required.

3 customer. Request - Mozilla Firefox

Fle Edt Wew History Bookmarks Tools  Hslp

@ N ‘o | G http:ffatlantisifmaxtrainingjscreeniCRQ_EDIT 7 ~ | 1G]+ coogle 5
1] Most Visiked 4 Getting Started |1 Latest Headines
3 workDesk £} Customer Request 8
FacilityMAX Hello, SHERYR  Logout About  Help
Module~  Customer Service Setupv  Reportsy  ENTER CUSTOMER REQUEST
Customer Request view: [FEEH ~ @ 1
Transaction 116 Editor SHERYR Request Status REQUESTED @
Date Created | Mar 27, 2009 09:00 AM
Description
‘iork Order
‘Work Order Status
Organization | FAP Regian =) @ Froblem Code |:|q
FACILITIES AND PLANNING PORTLAND STATE UNIVERSITY
Reguestar SHERYR Facility MAIN CAMPUS ) =
Desired Date | v |
BHERYL REED MAIN CAMPUS I |
Contact SHERYL REED 4 BODOEE
- S s Created By SHERYR
JSB - UNIVERSITY SERVICES BUILDING
Contact Phone | [725-4352 R LR N i
Location 202C
Contact Email
[shenr@pdxedu STAFF OFFICE Date Greated | Mar 27, 2009 09:00 AM

Description:

Based upon your login the system will pre-poputaime of the fields for you. The first step is toegen
a description of the work that needs to be done.siBe to provide enough information so that it is
clear to Facilities what the problem is, or whawse you would like us to perform.

If the request is for something like cleaning ugpdl, please include information like what hadllggi,
water, coffee, blood, unknown chemical so that ewe $end the appropriate staff to respond to your
request.

If the work needs to be done during a specific tpagod, please include that in the descriptioyoli
do not know the room number, please give us enmfghmation so we can find the location, i.& 3
floor women'’s restroom, hallway outside of compuédr, etc.
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Portland State University
Entering a Customer Request in Facility Max

If the request is something that is a departmepénse, please include Bill to: INDEX, or if the
billing is a little more complicated with multipkalling sources you can say see attached docuroent f
billing. In the unlikely event that you run out of room in the description, see the instructions for the

extra description at the end of this document.

Transaction 1 01 Editor SHERYR
Diate Created | Apr 07, 2009 10:14 AM

Description PLEASE CLEAM UP WATER SPILL IN HALLWAY OUTSIDE OF THE
FOOD COURT

Regquestor:
Based upon your login, Facility Max pre-populatesirycontact information, make sure the contact

information is correct, change it if necessary;¢h®ail address in the Contact Email field is whaee
system will send all of the emails about this costorequest and the work order created from it.

Requestor
Organization |FAP |q

FACILITIES AMD PLAMMIMNG

Requestor [SHERYR |
SHERYL REED
Contact [SHERYL REED |

Contact Phone | |725-4352

Cantact Email |ghewr@pd}{.edu |

If your organization and requestor information is blank, this means that you have access to more
than one organization, click on the zoom icon to theright of organization and search for the
organization that you wish to submit the request for.

L ocation (room):

The location may pre-populates based upon youn)aigihe location field (room number) is not
correct but the property (building) is; you canedelthe location and either type in the room number
then click on the zoom icon to the right of the Reg”SU field to make sure the room number exists
in the database.

Region <I=H] =Y

FORTLAMD STATE LINNERSITY

Facility MAIN CAMPLIS

AN CAMPLIS

FIEEY
IJEB - UNNERSITY SER/ICES BUILDIMNG

Lacation < Room
STAFF OFFICE
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Portland State University
Entering a Customer Request in Facility Max

Zooming may bring up a list of either all of thenos that match your criteria, ie room 174 might
bring up a list of 174, 174A, 174B, select the roiat you want from the list. It may also bringaip
list of all of the rooms in the building. If theappens, your room number is not in the database, g
ahead and leave the location field blank by cligkime green done flag, and describe the location in
the description.

3 . @ m

L4

Region == Facility >> Property
Location Description

1 STAFF COFFICE

Property (building):

If the property (building) that pre-populates ig norrect, you can search for the correct buildiAdj.
of the buildings are in the database by their BafDs, this is so that if a building name changes,
can keep all of the buildings history.

To find the building you are looking for, deletetimformation in both the Property and Location
fields, and then click the zoom icon to the righttee Region PSU field.

Region |F'5U |q 2 oot
PORTLAND STATE UNIVERS

Facility [mai camPus |
MAIN CAMPLIS

Property f | 1. Delete property

LISE - LIMMERSITY SERWVICES BUILDING

Lacation | |

STAFF OFFICE

Buildings are identified by their Banner Locatiarde, so to do a search we will want to searchen th
description field for either the building acronyar,the building name.

Once you have zoomed to the building list, you edimer navigate through the different pages and

clock on the building you need, or you can clicktlba search icon to search for the building that yo
want.
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Portland State University
Entering a Customer Request in Facility Max

3 Property - Mozilla Firefox

l Q http Hatlankis/Fraxtraining)screen)Z00M_PROFPERTYTkeepiiew=trus

oo, N

Reqion >> Facility

Property Description

B0001. LH - LINCOLN HALL

BO00Z MH - MEUBERGER: HALL

BO003 SB - SCIEMCE BUILDING 1

BOo004. PSC - PETER WY, STOTT CENTER

B000S SB2 - SCIEMCE BUILDING 2

BO00GA PS2 - PARKING STRUCTURE 2

BOOOEE USE - UNVERSITY SERVICES BUILDING

BO00S ED - SCHOOL OF ECUCATION

B0003 B& - SCHOOL OF BUSINESS ADMINSTRATION

G001 OhD - ONDIME RESIDENCE & SEAS ANNEX

ANavigation icons

Page of 7 . Records Found = 68
— —

In the description field, use the pull down menutrie the description box and choose either costain
or starts with. If you use contains then typewr for five letters in the building name. If youeustarts
with then in the description field type in the laliflg acronym, i.e. NH.

) Property Profile - Mozilla Firefox

[ Q http:/fatlantisifmaxtrainingfscreen/Z00M_PROPERTY _SEARCH?regionCode=PSUaFacld=MAIN CAMPLS

Poperyrame RN

Property Profile
Prapery R

Description :Tc. ontains v | [Smith|

Froperty Class [=
Property Status -:
City Iz
County ::
State [=
Zip Code .:

e e e ] e =

Courntry [=
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Portland State University
Entering a Customer Request in Facility Max

When you have the description filled in click oe $earch icon which will bring up a list of the
buildings that match your search criteria.

) Property - Mozilla Firefox

| ¥ | http:{fatlantis/fraxtr sining/screenfZ0O0M_PROPERTY

L . ©

Region == Facility

Property Description
B0015S SMSU - SMITH MEMCRIAL STUDENT URICHN

Click on the underlined Property that you wantetest. This will bring up a list of the rooms ireth
building. You can use the same process to searadfoom number, using the location field
instead of the description.

%3 Location - Mozilla Firefox

[ L3 | http:}fatlantis/fmasxtraining/screenfZ00M_LOCATION _SEARCH?regionCode=PSURFacld=MAIN CAMPLS&bIdg=B00154 oI

Location starts with »

Description

3 Location - Mozilla Firefox

| l:l http HatlantisfFmaxtraining/screen)200M_LOCATICN

N . ©

Reqion >> Facility >> Property

Location Description

o CAFETERIS

102 STORAGE

103 MECHAMICAL-ELECTRICAL EQUIPMENT
104 STORAGE

1044 MECHAMICAL-ELECTRICAL EQUIPMENT
105 URIERSITY MARKET

1054 STAFF OFFICE

1058 MERCHAMNDISING FACILITIES SERVICE

If you know the room number you do not need todgayou can click on the green done flag and
enter the room number in the location field. ltyao this be sure to click on the zoom icon nesxth&o
region field that says PSU.
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Portland State University
Entering a Customer Request in Facility Max

You do not have to have a room number to subnmetjaest, you can click on the green done flag and
leave the location field blank. If you do thissge and include the location in the descriptiefdfi

In the Request Details area there are three fidlegproblem code field is not being used at fimet

If you would like to specify a date for things likéck ups or surplus you can click on the calemoast
to the desired date field and select the date fracalendar that will open. (It is useful if yoouwid
also put the date in the description field. Pleaste that if you are submitting a “maintenance
request” the desired date will not be considereel vtork will be scheduled based on priority andf sta
availability.

Request Details

Prablem Code | | a,

Desired Date |:| v |:| |

Reference | | Reference field
Created By SHERYR AN

Date Created Apr 14, 2009 10:05 AM

The reference field is for your use, and you cangefor work orders using this reference field.

The final section on the customer request is tatistfield, this will default to “REQUESTED” which
is appropriate for all maintenance requests, anst ehepartmentally funded requests.

If your department has a policy that all departmentally funded requests must be approved, you can
zoom on the status field and select NEEDS CUST APPROVE by clicking on the statusin the list.

view: EzEE SR
RequestStatus | [REQUESTED | &
Work Order

Waork Order Status
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Portland State University
Entering a Customer Request in Facility Max

Customer Request Status

Status Description

REGIUESTED REQUESTED BY CUSTOMER

MEED'S CUST APPROYWE THIS WORK NEEDS TO BE APPROYED BY THE CUSTOMER
CAMCEL CAMCELED BY CUSTOMER

If you select NEEDS CUST APPROVE the work order center will not process your request until
someone in your organization has set the Request Status to CUST APPROVED.

At this point you may click on the save icon in tiggper right corner of the form to complete your
customer request. If you would like to enter marferimation than could fit in the description fiedd
if you would like to attach a document to the regjdellow the instructions below.

B ¢um

[REQUESTED

If you need to add more information than wouldrfithe description field, you can use the extra
description option. To access the extra descnptige the pull down menu in the View field, next t
the word select. A list of options will appearthe items in the list are “grayed out” that medrat t
there is no data there. Select the extra desanioidion.

Select

Status History

|HEGL

Transaction 134 Editor SHERYR
Date Created | Apr 14, 2009 10:05 AM

Extra Description

You can enter additional information in the extesctiption field. When you are finished click the
green done flag to exit this screen.
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Portland State University
Entering a Customer Request in Facility Max

If you have a file that you would like to attachth@ Customer Request such as a spreadsheet that
might contain billing information, a Word file thatight contain information about the scope of work
that needs to be done, a pdf file that might bleetéck of the new layout for the office, or a pietur
which shows the leak you are talking about; you usathe related documents option.

In the View: Select drop down menu select relateclidchents, the related documents screen will
appeatr.

Related Documents

Transaction 134 Editar SHERYR
Date Created | Apr 14, 2009 10:05 AWM
Description FLEASE CLEAM UP'WATER SPILL IN HALLWAY QUTSIDE THE FOOD COURT

Document Listing

D Launch Document Title Name Edit Date

To add a document click on the icon that has awepage with a green plus in it. The paper clgnic
is used to update a file that is already attached.

@ 1]

e File Size

This will open up a browse screen, click on theAm® button and select the file that you would tike
attach. Once you have selected the file that yout vdease enter something in the Title field that

describes what you are attaching, like “floor platwilling information”, “scope of work”.
Use the zoom icon next to the red field called Féagl select GENERAL from the list. Once you have

selected GENERAL, the file will move from the brausox into the view box. You can then click on
the save icon.
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Entering a Customer Request in Facility Max

Document Administrator view: Bl

1 [1496 | Sl SYSTEM Title SPACE INFORMATION
EditDate | Apr 14,2009 11:37 AM Lok Status P
Description File Tyne
File Size
Flag [GENERAL &
GEMERAL FILES

Wiew

Load file

This will bring you to a screen that shows the Dueat Listing, on this screen click on the greenalon
flag, which will take you back to the main CustorRaquest screen, where you must click on the save
icon to save your request, and submit it to the RNander Center.

If you need to edit the request before the WorkeDf@enter processes the request, such as to change
description or the status field to CUST APPROVEpPemthe Customer Request and click on the icon
with the white page that has a pencil across itclvivill turn the required fields to red so thatyo

know that you are in edit mode. Make your changebkthen be sure to click on the save icon, to save

your changes.
About  Help

view: EE I [V R )

Reguest Status REQUESTED

Wiinrk Drrler

To save a copy of your completed request, clickhenprinter icon, which will open the Customer
Request Summary report. Click on the Export icictvis the fourth icon from the left.

BIRT Report Viewer
= =h. o : E
Mo = B o
Showing page f1

Customer Request

FacilityM Loy
ﬂ|:| I u Status: REQUESTED

Customer Request Summary Report

Customer Request
Description; PLEASE CLEAN UP WATER SPILL IN HALLWAY OUTSIDE  [Created By: SHERYR
THE FOOD COURT |Date Created: ‘Apr 14, 2008 10:05

Choose PDF from the pull down list in the Exportriat field, and then click OK.
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Entering a Customer Request in Facility Max

CLEAM LIPWATER SPILL IN HALLWM Y QUTSIDE |Created By: |SHERYR |
2D COURT ‘Dﬂte Created: ‘Apr 14,2009 10:05 ‘
Ahd
Export Format: § Excel v
Ewel _
B | ©rpeues fol e —
! (SHERYL RE Wword 1.
[ [ Enter page n PowerPaint hige=). For example: 1-6or 1,36
Ao Actual zsize Fit to whaole page
.REED
pdx.edu [ K ] [ Cancel ]
IRTLAMD STATE Facilitv: MAIN CAMPLS ¢ MAIN CAMPLIS)

The report will now open in Acrobat Reader whiclti ailow you to save the report file.
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